
BROOKINGS PUBLIC LIBRARY MEETING ROOM CONTRACT 
 
Name of Organization____________________________________________________________ 
 
Contact Person________________________________ Title________________________ 
 
Complete Address_____________________________  Phone H___________________ 
 

____________________________________     W___________________ 
 
Date(s) requested______________________________ 
 
Time(s) requested:  a. set-up__________ b. meeting start time__________ c. meeting end time_________ 
 
Title/Purpose of Meeting____________________________________________________________ 
 
Expected Attendance_________________ 
 
Equipment Needs (Cooper Rooms only): 
_____ no equipment      _____ Lectern  
_____ Internet access with library laptop   _____ White Board 

    and video projector    _____ PA System     
_____ Video Projector (with VCR/DVD)   _____ Kitchen access 
_____ Overhead Projector    _____ 36-cup coffee pot 
_____ Opaque Projector (includes video projector) 
    
    
Room Requested:   

[__]  Cooper A (capacity 50)   [__]  Cooper B (capacity 50)      
    [__] Combined Cooper (capacity 100)            [__] Small conference (capacity 6) 
   
 

I have read the Brookings Public Library meeting room policy below and agree to 
comply with it. 
 

RELEASE, HOLD HARMLESS AND INDEMNIFICATION AGREEMENT 

 

(Organization name) __________________________________________ agrees to release, hold 

harmless (user of City building or facilities (the “Premises”) and indemnify the City of Brookings and its 

officers, officials, employees, agents and volunteers, from and against all claims, damages, losses and expenses, 

including, but not limited to, attorneys’ fees, arising out of or resulting from the (i) the conduct or use of the 

Premises by the undersigned or the undersigned’s organization or group, (ii) any act, omission, or negligence of 

the undersigned or the undersigned’s organization or group, or the partners, directors, officers, agents, 

employees and other users and invitees of the undersigned or the undersigned’s organization or group, and (iii) 

any accident, injury or damage whatsoever occurring in or at the Premises while the undersigned or the 

undersigned’s organization or group is using the facilities. 

Dated this _____day of ___________________, 20____.  

        

Library staff_____________   By:  _______________________________ 

(signature) 

 

      Your title:       _____ 



BROOKINGS PUBLIC LIBRARY MEETING ROOM POLICY 

 

 The Brookings Public Library has two small study rooms, one small conference room and one large 

meeting room (Cooper Room) that can be divided into two smaller rooms.  The children’s activity room 

(storytime) and the South Dakota Historical Collection room are not available as public meeting areas, but may 

be used for library or city business.   

 

Priority is given to educational programs sponsored by the library when scheduling the use of the 

library's meeting rooms.  If not reserved for library purposes, the meeting rooms are available for public 

gatherings of a civic, cultural, or educational character.  The Library reserves the right to limit the use of the 

meeting rooms by any one group to best accommodate the many requests for this facility.  All meetings must be 

open to the general public.  There may be no fund raising, promotion of fee-based products or services, sale of 

items on the premises, or admission fee charged. 

  

 Meetings may be held only during regular hours of library service and staffing.  Groups or people 

conducting the meeting will have access to the facility only during the time period designated.  Meetings 

MUST be concluded so that all participants may exit the library no later than the normal library closing time on 

that day.  PLEASE ALLOW TIME NEEDED FOR SETUP, CLEANUP AND RELATED SUPPORT 

SERVICES when scheduling the rooms.  Any group or people whose gathering lasts past closing time will 

be charged a $25 per hour fee for any part of an hour. 

 

The fact that a group is permitted to meet in the library does not in any way constitute an endorsement of 

the group's policies or beliefs. 

 

The Library Board reserves the right to deny or revoke permission to use the meeting rooms.  An 

organization may request from the Library Board a waiver or clarification of these policies at a regularly 

scheduled Board meeting. 

 

Request for reservation of the meeting rooms should be made at the Library. Tentative approval may be 

given by telephone.   A meeting room contract must be completed at least three days before the meeting date.  A 

meeting cannot be scheduled more than 90 days in advance. 

   

 Seating arrangements are the responsibility of the organization using the meeting room.  Chairs and 

tables must be returned to storage at the close of the meeting. 

  

 Alcohol and smoking are not permitted.  Food and other beverages may be served.  Groups are 

responsible for clean up and will be billed for any special cleaning necessary. 

  

 Group members are responsible for the supervision of their children while using the meeting rooms. 

 

 


